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to DCHCS approval
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Committee
Approves?
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Contract to
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days

1 – 2
Days

3 to 5
days

3 – 5
Days

5 – 10
Days

Exempt and Informal Non Bid Contract Process – Master Contracts

Yes

Yes

Appropriate
approver to

TBD

3 to 5
days

5 – 10
Days
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returns contract
to Contractor for
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then returns for
final processing

DCHCS Analyst
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contract to

DCHCS/RAO/
SCO and
Vendor

1 – 2
Days

1 – 2
Days
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contract DCHCS
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1 – 10
Days

DCHCS Analyst
completes the contract
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all supporting
documentation to

review and approval
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Contractor

DCHCS Analyst gets
final signatures on

contract

DCHCS Analyst
completes the

contract documents
and obtains all

supporting
documentation  and
forwards to RAO for

signature and
encumbrance

3 – 5
Days

DCHCS Analyst
distributes contract to
DCHCS/RAO/ SCO

and Vendor

1 – 2
Days

1 – 2
Days

RAO returns contract
DCHCS analyst for

distribution

DCHCS Analyst gets
final signatures on

contract

1 – 2
Days

1 – 2
Days
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10 days is
inclusive of 7 for
contractor and 3

for DCHCS

10 days is
inclusive of 7 for
contractor and 3

for DCHCS


